wr v+ gt i @

California Automated Travel Expense Reimbursement System

wn Click the
S nes CalATERS button.

Reponting System mare. |
System Administration |
Training Database

INSTRUCTIONS
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of Statewide travel
bilties, and much

If your department is participating, and you are a new user, click
of view on-ling of the Mew User Registration, Travel Advance and
Expense Reimbursement processes

From the CalATERS web site at

www.calaters.ca.gov, click CalATERS |

Step4 |y

Eruf ile Information |

User b [DAOTZ40
Type of Reduiestor: [Employee 3

Last name: | Bailey
First name! | Darlene

Email address: pnakamurasco.ca.gov
Business Phone!| 916-444.4444
B Descrigtion; |RankeFile - AdminiFinan/Statt Sves ;‘

You are enrollied in Direct Deposit: | M 3

Fin[shedi Concel | ‘
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i CalATERS Step 2

CalATHERS =
sigm in User D[]
Passwnrd:l
| Sign In- |
new user 7 Meyy Lser Registration |
trouble signing in? Help is here
Exit

[ dork Oiffline

Key User ID and Password.
Click| S |

Step5 | x
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options
@ |Options

Prepare for |_Submrt for | Change password i

How to Assign a Submitter
ol
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Mew Open Print  Status PrDFiIFV{ep_ Sub Help

The Work Queue screen will display. On the
top of the Work Queue screen, click on the

Prafile. icon.

Step 6 |

[[ Finished

options
@ |Optiuns

Prepere for - Submit for |G13nge'p§sswmm i

nis) to prepare forms for you.

Wi E )

Enter last name or first few letters, then click 'Look Up' button

Fale Eemie

Preparers -

Select person(s) to submit forms for you.

Last name! nichatsard
Entet Isst name or first TEvrds

Lock Lp

=, then click 'Look Up* button.

]

Submitters

Key last name
of Submitter.

=

Profile screen will display. Click on
Prepare/Submit For | button

How to Assign a Submitter

Options screen will display with 3 tabs.
Click on the | St o,

Key the name of the Submitter in the Last

Name field then click on ﬂ‘.

Rev. 04/17/03



http://www.calaters.ca.gov/

Step 7

Select Person 1N x|

One or more employees matching the last
name will display. Click on your submitter’s

o ETTeRE T
name, then click ——z

If names match use the email address to
determine the correct submitter.

Step 8

X

,'Eb |C>ptiuns

|| Firished |

Prepare for I Submit for I Change password i

Select person(s) to prepai e forms for you.

Last name: | T R=Em

Lock Up
Enter last name or first few It_é_‘rterS,Then click ‘Look Up' button,
Natfm Hichalson

]

I Preparers - [

I [

Verify name of selected
Preparer and click Add button.

. . Step 10

e

E’l‘ufile Information |
User b [DAOTZ40
Type of Reduiestor: [Employee 3

Last name: | Bailey
First name! | Darlene

Email address: pnakamurasco.ca.gov
Business Phone!| 916-444.4444
LB Description: |RankiFile - AdminFinan/Staff Sves _'_|

&nu are enrolied in Direct Deposit: [N 3

Finrshedi Caricel | ‘f'ﬁié';&a'?éiéﬁiﬁﬁni"ﬁ&r";l

CIICk [ Finiztied

How to Assign a Submitter

Verify the name identified on the screen

then click i].

How to Assign a Submitter

Step 9
l@ |Options Finished |

Prepare for | Submitfor ICHange password I

Select person(s) to subimit forms for you.

Last name: || Lok Up

Entter kst name or first fev IettersoHEn click ‘Look Up' button,
i Remave I
Subiitters -

Matalie b Micholzon

Submitter's name appears in the Submitters
box. Repeat Steps 6, 7 and 8 if assigning
additional submitters. When completed click

| Finished |

The Submitter(s) you have authorized will now be able to submit a request

on your behalf.
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